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Al Branch Chiefs 10 February 1954
Chief, Records Services Mvision
mnssm of CIA Terms

1, Recently there was circulated for comments, a proposad
Glcssary of CIA Terms, Your coments suggested that the glossary
be expanied to include administrative ae vell sas operational terms.
There 12 attached a proposed list of terms componly ueed in records

7t which you are requested to review and to conslder
possible additions or Aeletions, When we have decided upon the
tarms to be included. the necessary definitions can then be

developed,

2. ¥While T think we are in general agresment that the
gl«mrgeshmz}_ﬁ be expanded to include sdwintiatrative terms, 1t
ghould

1imited to those commonly used. Please weep this in
wind vhen suggesting additions.

N\

12 February 1954

Recommend inclusion of the following terms:

 Form Letter
Pattern Correspondence
Correspondence Flyer
Correspondex
Chain Envelope
"Buck" Slip

::Benalty Indicia (Franked)
Reports Management
Report Directive
Feedér Report
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¢ o TERMS

hetive Records

dres freords Officer
Cape Tiles
Corresypondence Mamsgrment
Current Reaords

File Zaries

Forpe Hansgesent
Insetive Records
Homourrent Records
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Recovds Uenter

Rocorda Control Gchedule
Resords Disposition
Records Series
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